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GENERAL RULES
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GENERAL RULES (CTR 301-1.3)

EMPLOYEES’S OBLIGATION

The employee is expected to abide by the “Prudent Person Rule”:

“An employee traveling on official business is expected to exercise the same
care in incurring expenses that a prudent person would exercise in traveling
on personal business.”

An employee performing temporary duty travel at the Government’s
expense will only be reimbursed for those expenses necessary for the
completion of official business. 

EMPLOYEE’S RESPONSIBILITIES (CTR 301-1.3)

Travelers must be fully informed by bureau officials of their responsibility
while in an official travel status.  It is the traveler’s responsibility to know the
regulations governing travel and any related requirements, to prepare
accurate and factual vouchers for reimbursement of travel expenses, and to
report promptly to the timekeeper all leave taken while in a travel status. 
Organizations will ensure that travelers submit their travel vouchers and
travel advance requests in accordance with the DOC Administrative
Payments Manual.

                       AUTHORIZATION OF TRAVEL (CTR 301-1.4)

TRAVEL POLICY

The Government’s policy is that only travel necessary to accomplish the
purpose of the Government effectively and economically shall be authorized. 

AGENCY RESPONSIBILITIES

Each agency established certain administrative procedures to comply with
the government’s travel policy. 
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I All travel shall be either authorized or approved by the head of the      
agency or designee. Individuals with the authority to authorized or      
approve travel are usually identified in an agency’s delegation of         
authority manual or agency travel regulations. 

I Each agency shall prescribe procedures for those travel situations      
where it is not practical or possible to issue a written authorization      
in advance. 

I The heads of agencies shall communicate the Government’s travel      
policy to all authorizing and approving officials. 

I Travel-authorizing officials shall authorized or approve only that         
travel necessary to accomplish the agency mission in the most           
effective and economical manner. 

AGENCY RESPONSIBILITY FOR AUTHORIZING/APPROVING RATES
(CTR 301-7.2)

It is the responsibility of the head of each agency or his/her designee to
authorize or approve only those per diem allowances that are justified by the
circumstances affecting the travel and are allowable under the specific rules
in this part of the procedure. However, the per diem rates provided for under
these rules represent the maximum allowable. To prevent authorization or
approval of per diem in excess of amounts required to meet the necessary
per diem expenses of official travel, consideration should be given to factors
such as those that reduce the necessary expenses of employee:

I Known arrangements or established cost experience at temporary
duty locations showing that lodgings or meals can be obtained without
cost or at reduced cost to employee;

I Situations in which special rate for accommodation  have been made
for a particular meeting, conference, training or other temporary duty 
assignment;
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I Traveler’s familiarity with discounted lodgings and meals in the locality
(esp. Where repetitive or extended stays are involved);

I Situations where the Government furnishes lodging and/or meals,
such as Government quarters or other lodging procured for the
employee by means of an agency purchase order or Government
mess facility. 
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DEFINITIONS

FTR - Federal Travel Regulations.
 
CTR - Commerce Travel Regulations. The CTR portion is printed on yellow
paper.

Calendar Day - The twenty-four hour period from one midnight to the next
midnight.  The calendar day technically begins one second after midnight
and ends at 12:00 midnight.

CONUS - Refers to the "continental United States" or conterminous United
States", defined as the 48 contiguous states and District of Columbia.

OCONUS (Outside Conus) - These are foreign and non-foreign areas
located outside the continental United States. Non-foreign rates are
established by the Secretary of Defense and foreign rates are established by
the Secretary of State.  Both are listed in Section 925 which can be found on
the GSA Homepage, www.gsa.gov. 

† Non-foreign areas include the states of Alaska and Hawaii, the
Commonwealth of Puerto Rico, and the possessions of the United
States.

' Foreign areas are all other areas and include the trust territory of the
Pacific Islands.  

Destination Rate - The rate applicable to the next location where the
employee performs duty or makes an en route stopover to obtain overnight
lodging.

Locality Rates - Maximum per diem rates prescribed for specific localities
as listed in FTR Chapter 301, Appendix A.
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Standard CONUS Rate - The standard CONUS rate is prescribed for any
location within CONUS that is not included in one of the defined localities or
areas for which a specific rate is prescribed in Appendix A.  Currently, the
standard CONUS rate is $80 ($50 for lodging and $30 for M&IE).  

Standard OCONUS Rates - Standard OCONUS rates are listed as “other”
at the end of each state or country in the Section 925 listing. 

Official Duty Station (ODS) - The FTR defines the official duty station as
the corporate limits of the city or town in which an employee is stationed. 
The Commerce Travel Handbook further defines the official duty station as
the area within a 50-mile radius of both the employee’s office and home.

PER DIEM - A daily payment instead of actual expenses for lodging, meals
and related incidental expenses while on official travel.  

TYPES OF EXPENSES COVERED BY PER DIEM: The per diem
allowance covers all charges, including taxes and service charges, where
applicable, for the following types of expenses:

- LODGING:

a.  The term “lodging” includes expenses for overnight sleeping
facilities, baths, personal use of the room during daytime, and service
charges for fans, air conditioners, and heaters  when such charges are not
included at the room rate.

b.  The term “Lodging” does not include accommodations on
airplanes, trains, buses, or vessels.  The cost of accommodations furnished
aboard common carriers is included in the transportation cost and is not
considered a subsistence expense.  

¾¾ MEALS:

a.  Expenses for breakfast, lunch, and dinner (specifically excluded
are  ; alcoholic beverage and * entertainment expenses and any expenses
incurred for other persons).  
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LL INCIDENTAL EXPENSES RELATED TO SUBSISTENCE:

a.  Fees and tips to waiters and waitresses, porters, baggage carriers,
bellhops, hotel maids, dining room stewards, or stewardesses and others on
vessels and hotel servants in foreign countries.

b.  Laundry, cleaning and pressing of clothing.

c. Transportation between places of lodging or business and places
where meals are taken except as provided in 301-23(B).  

d.  Telegrams and  ? telephone calls necessary to reserve lodging
accommodations.
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TRAVEL ORDER
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COMPLETION INSTRUCTIONS  CD-29 TRAVEL ORDER

The item numbers below correspond to the circled numbers on the sample
CD-29 attached.

Item Instruction

1 Place an “X” in “Temporary Duty” block for normal travel
assignment, or in “Relocation” block for travel resulting in
permanent change of station. 

2 Enter the travel order number using the maximum characters for
the bureau. CTR 1-1.5(H)

3 Enter the name of the bureau and office to which the traveler is
assigned. If the traveler is a private person, enter the name of
the sponsoring organization. 

4 Enter the city and state of official duty station. 

5 Enter first name, middle initial, and last name of traveler. 

6 Enter traveler’s title or position. If the traveler is a private person,
enter “Not Government employee”.

7 Enter the traveler’s social security number. For aliens and others
not having a regular SSN, a “Supplemental Social Security
Number” must be assigned by the appropriate bureau official.

8 Enter purpose of trip. State who, what, and/or where. If
conference attendance, state name of conference(no
abbreviations) and sponsor. Be as specific as possible. 

9 Enter appropriate type of travel code from CTR 1-1.5(H).
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10 Enter appropriate purpose code from CTR 1-1.5(H).

11 Enter 2-digit DOC bureau code form CTR 1-1.5(H). 

12 Enter each authorized destination starting and ending with duty
station. 

13 Enter start date of trip.

14 Enter ending date of trip. 

15 Enter appropriate bureau accounting classification code in
accordance with the prescribed format. CTR 1-1.5(H).

16 Place an “X” in each appropriate box for mode(s) of
transportation authorized. 

17 Enter estimated amount of transportation which will be billed
directly to the government. 

18 Enter estimated amount of transportation which will be
submitted for reimbursement on the voucher. 

19 Enter the estimated amount of subsistence expense. 

20 Enter total of all other expenses authorized from Block 13. 

21 Enter estimated temporary quarters subsistence authorized -
Relocation-type orders only.

22 Enter total of relocation expenses authorized - Relocation-type
orders only. 

23 Enter subtotal of estimated expenses in Block 11B(items 18
through 22). 
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24 Enter total of Block 11A and 11B. 

25 Enter address of Administrative Support Center Finance Office. 

26 Enter subsistence rates for each authorized destination. For
CONUS travel show breakdown of lodging and M&IE rates. 

27 Place an “X” in each appropriate box for those expenses
authorized. 

28 Enter special provisions, remarks, and justifications. 

29 Enter name and title of approving/requesting officer. 

30 Enter name and title of person who has written delegated
authority to authorize the type of travel to be performed. 
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A SEPARATE TRAVEL ORDER IS REQUIRED

FOR

MEETINGS, CONFERENCES AND
CONVENTIONS

BLANKET TRAVEL ORDERS SHALL NOT BE
USED

FTR 301-1.4
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Authorizations That  Must Be Specifically Stated On Travel Order

The following authorizations or approvals must be specifically stated on the
travel order or post-approved on the travel voucher: 

1. Authority for travel.
2. Travel required to places where meals are obtained.
3. Taxicab fares:  between residence and office on day travel is

performed; between residence in cases of  necessity; and, taxicab for
local travel.

4. Rental of automobile or special conveyance.
5. Hire of a conveyance from another employee or member of

employee’s family.   
6. Use of premium class transportation accommodations.
7. Use of higher cost service when  lower cost service is available on

same mode of transportation.
8. Use of foreign flag air carriers.
9. Use of privately owned conveyance when advantageous to the

Government.  
10. Use of privately owned vehicle (POV) when use of common carrier 

transportation is most advantageous to the Government.
11. Use of POV when use of Government-furnished vehicle would be

most advantageous to the Government.  
12. Reductions in maximum per diem rates when appropriate.
13. Additional per diem for travel  by commercial vessel when $6.00 rate

is insufficient.
14. Reimbursement of actual subsistence expense.
15. Maximum daily reimbursement, e.g., 100%, 150%, or 300% for actual

subsistence.
16. Miscellaneous expenses. (See FTR, Chapter 301-9.1(a)and(e)).
17. Hire of a room.
18. Travelers check, money orders, certified checks, or contractor -

provided ATM services.
19. Fees related to travel outside continental United States, e.g.,

conversion of currency, check cashing costs, trip insurance, and travel
document costs.
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20. Additional travel expenses incurred by an employee with a disability.
21. Payment of account when agency billed direct. (See FTR, Chapter

301-9.4.)
22. Waiver of requirements for receipts.
23. Waiver of itemization for local telephone calls; local metropolitan

streetcar, bus, and subway fares; and parking meter fees.
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TRAVEL ADVANCE
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TRAVEL ADVANCES

MAXIMUM 

PCS                      $7,500.00

 TDY                      $5,000.00

FINANCE WILL DEDUCT AN OUTSTANDING ADVANCE
EVEN IF THE “AMOUNT TO BE APPLIED” BLOCK ON

THE VOUCHER IS BLANK

ADVANCES SHOULD BE OBTAINED FROM ATM USING
A CONTRACTOR-ISSUED GOVERNMENT 

TRAVEL CHARGE CARD

SHOULD BE CLAIMED UNDER MISCELLANEOUS

IF YOU FAX THE ADVANCE YOU MUST FOLLOW UP
WITH THE ORIGINAL MARKED “CONFIRMED COPY”
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TRANSPORTATION
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IF
AIRLINE TICKETS DO NOT SHOW THE

FORM OF PAYMENT.

THEN

REQUEST RECEIPT FROM

AIRLINE OR TMC SHOWING

ITINERARY AND FORM

OF PAYMENT
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UNUSED TICKETS

IF THE TICKET WAS CHARGED TO A  GOVERNMENT

TRANSPORTATION REQUEST

 OR 

GOVERNMENT TRANSPORTATION ACCOUNT

THE UNUSED TICKET

 MUST 

BE RETURNED TO 

MASC FINANCIAL MANAGEMENT DIVISION   MC1

IF THE TICKET WAS CHARGED TO THE INDIVIDUALS

 CONTRACTOR ISSUED GOVERNMENT TRAVEL CHARGE

 CARD,  THE  UNUSED TICKET MUST BE RETURNED TO THE 

PLACE OF  PURCHASE.  
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NON-REFUNDABLE TICKETS

DON’T SEND THESE TO
FINANCE

MAY HAVE SOME VALUE

SAME TRAVELER USING THE
SAME AIRLINE

MAY GET SOME CREDIT

CONTACT YOUR TMC FOR
HELP
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EXCEPTIONS TO THE USE OF CONTRACT CARRIERS
When traveling on official business, use of contract air service, i.e., air 
service contracted by General Services Administration (GSA), and
identified as the “Y” or “YCA” fare, is considered advantageous to the
Government and is mandatory.  One of the following exceptions to the
requirement for use of contract carriers must be approved on the travel
order prior to receiving your ticket:

/ Seating space or scheduled flights offered by the contractor are not available in time to
accomplish the purpose of travel.

/ The contractor’s flight schedule would require the traveler to incur unnecessary
overnight lodging.

/ The contractor’s flight schedule is inconsistent with the Department’s policy of
scheduling travel during normal working hours ( Monday through Friday, 
7 a.m. to 7 p.m. (local time)).  Flights within this time frame are considered compatible
with the Department’s policy.  Non-contract air service can only be used in this instance
when the contractor’s flight schedule requires  the employee to be in a travel status
after 9 p.m. or before 5 a.m. (local time).       

/ A cost comparison which substantiates that the use of one of the following types of
fares is cheaper than the contract air service available:

1. A restricted or unrestricted coach fare available to the general public. 

2. A non-contract discounted Government fare.  Non-contracted discount
Government fares are identified by the characters “_DG”.  When comparing a
non-contracted discount Government fare, cost factors, such as per diem
expenses and transportation may be used.  The following are examples of cost
factors to consider when making a comparison: ground transportation, lost
productive time, allowable overtime, and additional overnight lodging expenses.

COMPLIANCE TO THE USE OF CONTRACT CARRIERS IS MONITORED TO THE
EXTENT THAT THE TMC WILL NOTE IN THE RESERVATION SYSTEM EACH
TIME A TRAVELER DECLINES THE CONTRACTED AIR SERVICE.  GSA WILL
THEN SUBMIT A REPORT BACK TO THE TRAVELER’S AGENCY DETAILING
THE NON-COMPLIANCE AND  REQUESTING INFORMATION ON THE HIGH
NON-COMPLIANCE RATE. 

NOTE: In the rare case where a non-refundable fare is used, travelers and approving officials should be aware of
the cancellation/change fees imposed by the airlines when travel is changed or canceled.  When travel is changed
for personal reasons, the traveler is liable for the change fee, and when travel is changed for official reasons, the
Government is liable for the change fee.  The following statement must be annotated on the travel order prior to
reservations: “It is acknowledged that officials and travelers have been made aware of the cancellation/change fee
imposed with the use of discount fares.”
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TRAVEL VOUCHER
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IF MEALS ARE INCLUDED IN A REGISTRATION FEE

PROVIDED BY THE GOVERNMENT -

OR

A PRIVATE ORGANIZATION -

YOU  MUST

MAKE THE 

APPROPRIATE DEDUCTION FOR THE MEAL 

FROM THE M&IE
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BREAKDOWN OF MEALS AND INCIDENTAL

 EXPENSES

COVERED BY PER DIEM

$30 $34 $38 $42

BREAKFAST 6 7 8 9

LUNCH 6 7 8 9

DINNER 16 18 20 22  

INCIDENTALS 2 2 2 2 
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RECEIPTS ARE REQUIRED FOR 

ALL

LODGING CLAIMED

RECEIPTS ARE REQUIRED FOR 

ALL

OTHER EXPENDITURES CLAIMED IN EXCESS OF

$75.00
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LODGING RECEIPTS ARE REQUIRED FOR 

ALL

 TRAVEL

EXCEPT  

WHERE A LOWER RATE IS ESTABLISHED

 BEFORE TRAVEL TAKES PLACE

AND

THE ORDER STATES THAT A FLAT RATE IS

 AUTHORIZED
 



30

LODGING

IF THE LODGING RECEIPT SHOWS TWO OR MORE
PEOPLE OCCUPIED THE ROOM, SUCH FACT SHALL
BE SHOWN ON THE TRAVEL VOUCHER WITH THE

NAME AND EMPLOYING AGENCY OR OFFICE OF THE
PERSON SHARING THE ROOM. 

IF SUCH PERSON IS A GOVERNMENT EMPLOYEE ON
OFFICIAL TRAVEL THEN ONE HALF OF THE DOUBLE
OCCUPANCY CHARGE SHALL BE ALLOWABLE FOR

EACH EMPLOYEE. 

IF THE PERSON SHARING THE ROOM IS NOT
ANOTHER GOVERNMENT EMPLOYEE ON OFFICIAL

TRAVEL, IDENTIFICATION OF THE PERSON SHARING
THE ROOM IS NOT REQUIRED AND THE EMPLOYEE

MAY BE ALLOWED THE SINGLE ROOM RATE. 

IF THE DOUBLE RATE IS THE SAME AS THE SINGLE
RATE, PLEASE PUT A STATEMENT ON THE

VOUCHER.
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PER DIEM IS NOT ALLOWED WHEN 

THE TDY POINT IS WITHIN

A 50 MILE RADIUS OF THE 

PERMANENT DUTY STATION 

OR

THE EMPLOYEE’S RESIDENCE

(PLACE FROM WHICH EMPLOYEE

COMMUTES DAILY TO THE

OFFICIAL DUTY STATION)
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NO

PER DIEM IS ALLOWED

WHEN THE PERIOD OF TRAVEL 

IS

12 HOURS OR LESS
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IF THE CITY OR THE COUNTY IN WHICH

THE CITY IS LOCATED IN 

IS NOT LISTED

THE STANDARD CONUS RATE APPLIES:

RATE IS:    $50.00 FOR LODGING

     $30.00 FOR M&IE
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WHEN THE TRAVEL PERIOD IS 

MORE  THAN 12 HOURS

AND

LESS THAN 24 HOURS

DESTINATION RATE M&IE APPLIES
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VOUCHERS MUST BE 

SUBMITTED TO FINANCE

WITHIN 5 WORKING DAYS 

AFTER COMPLETION OF TRAVEL

EMPLOYEES ON EXTENDED DUTY

TRAVEL SHOULD SUBMIT A 

VOUCHER IMMEDIATELY 

FOLLOWING EACH 30-DAY PERIOD

CTR 301-11.4
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TO QUALIFY FOR TELEPHONE CALLS
HOME

1. MUST BE ON TRAVEL FOR MORE THAN ONE

 NIGHT

2. YOU MAY CLAIM UP TO $3.00 PER DAY -

EXCEPT FOR THE LAST DAY OF TRAVEL

3. MAY CLAIM A TELEPHONE CALL HOME ON THE

LAST DAY OF TRAVEL  - IF TRAVEL PLANS 

CHANGED

4. FOR ALASKA, HAWAII, COMMON WEALTH OF

PUERTO RICO, AND ALL U.S. TERRITORIES THE

PHONE RATE IS $3.00 PER DAY.
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PERSONAL CALLS ARE AUTHORIZED ONLY WHEN
MADE TO THE TRAVELER’S RESIDENCE OR
IMMEDIATE FAMILY.  FOR THE PURPOSE OF
AUTHORIZED TELEPHONE CALLS, IMMEDIATE
FAMILY INCLUDES SPOUSE, CHILDREN, AND
ANYONE SHARING THE SAME RESIDENCE WITH THE
EMPLOYEE.

IN THE CASE OF A CHANGE IN THE TRAVELER’S
RETURN TRAVEL PLANS, A CALL MAY BE PLACED,
WHEN THE IMMEDIATE FAMILY IS UNAVAILABLE, TO
SOMEONE WHO WILL NOTIFY THE IMMEDIATE
FAMILY OF THE CHANGE.

THE APPROVING OFFICIAL’S SIGNATURE ON THE
TRAVEL VOUCHER CERTIFIES THAT THE TELEPHONE
CALLS WERE IN THE INTEREST OF THE GOVERNMENT,
UNLESS THE APPROVING OFFICIAL DOES NOT HAVE
WRITTEN AUTHORIZATION FROM THE BUREAU HEAD
OR HIS/HER DESIGNEE TO AUTHORIZE SUCH CALLS.
IN SUCH CASES, A SEPARATE CERTIFICATION FOR
TELEPHONE CALLS MUST BE MADE ON THE TRAVEL
VOUCHER BY AN OFFICIAL SO AUTHORIZED.  FOR ANY
OTHER METHOD OF COMMUNICATION, A  SUPPORTING
STATEMENT MUST APPEAR ON THE TRAVEL
VOUCHER.
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FOREIGN VOUCHER
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IF MEALS ARE INCLUDED IN A REGISTRATION FEE 

PROVIDED BY THE GOVERNMENT 

OR

PRIVATE ORGANIZATION 

YOU  MUST

MAKE THE APPROPRIATE DEDUCTION

 FOR THE MEAL FROM THE M&IE

BREAKDOWN OF MEALS AND INCIDENTAL
EXPENSES

COVERED BY PER DIEM

  Chapter 301 Appendix B
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Foreign per diem rates could change every month, check
the per diem amount before filing voucher.  The up-to-

date list of foreign per diem rates can be found at the GSA
website ( http://www.gsa.gov ).

The phone rate for foreign is $6/day. 

SHOW THE CONVERSION OF FOREIGN

 MONIES TO U.S. DOLLARS

ON THE RECEIPT.

YOU MAY CLAIM INSURANCE ON 

RENTAL CAR
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CD-210
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A  CD-210  Record of Gift or Bequest
is needed when a non-federal source pays for

 part or all of
 the travel expenses. 

This can take the form  of a check or service-in-kind.

 Service-in kind is when the sponsor provides
something at no cost to the traveler. 

CD-210's must be signed before travel takes place.

 This is necessary so that the appropriate agency
official can determine that the acceptance would not

cause any conflict of interest questions. 

CD-342 is used when sponsor is a foreign
government

PLEASE INCLUDE SSN OF TRAVELER ON
CD-210
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CD-210 Part II

CD-210 Part II is needed when:

The amount of the check is greater than $250
or the value of the service-in-kind is greater

than $250.

The traveler is an government employee. 

Use no acronyms

CD-210 Part II is given to the Office of
Government Ethics. 
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Item 8 

If spouse accompanies traveler, explain
on back what expenses, if any, were
provided by the sponsor.

Item 10A 

Air transportation must show the from
and to cities. 

Don’t put “Same as 3" 

as an explanation 

 Write it out. 
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EXAMPLES
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DOMESTIC TRAVEL

LESS THAN 24 HOURS

TDY STATUS MORE THAN 12 HOURS

NO LODGING REQUIRED 

3/4 OF THE M&IE RATE

IF

THE TRAVELER PERFORMS DUTY IN TWO AREAS AND

 THE M&IE RATES  FOR  THE AREA ARE $30.00 AND 

$34.00, THE M&IE RATE THAT APPLIES IS  THE RATE  

WHERE THE TRAVELER SPENDS THE MOST TIME.
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THIS VOUCHER SHOWS TRAVEL

 BY A

GOVERNMENT VEHICLE

AND

A CHECK SUBMITTED FOR THE OUTSTANDING

TRAVEL BALANCE

(CLAIM IS LESS THAN THE ADVANCE RECEIVED)
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THIS VOUCHER SHOWS TRAVEL BY 

COMMON CARRIER (AIRPLANE)

TICKET CHARGED TO 

CONTRACTOR-ISSUED GOVERNMENT

TRAVEL CHARGE

TRAVELER RECEIVED A 

TREASURY CHECK FOR THE

TRAVEL ADVANCE
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THIS VOUCHER SHOWS TRAVEL BY 

COMMON CARRIER (AIRPLANE)

TICKET WAS CHARGED TO

GOVERNMENT TRANSPORTATION
REQUEST (GTR)

AND

COMPUTATION OF PER DIEM

FOR TRAVEL IN EXCESS OF

24 HOURS




